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Scheduling Reports

You can schedule the reports that you use frequently to run in the background so they will be ready for you
when you need them. By scheduling a report, you do not have to set it up each time you want to run it and
wait for it to complete. Possible examples are:

e Adaily report of the vouchers your agency received for the previous business day

e A weekly report of Fedwires greater than $10,000

e A monthly report of returned transactions for a particular ALC or RTN

o A weekly report of user activity for the users in your Access Group (for Security Users)

You can schedule any standard report or any report copy that you have saved and modified in the My
Favorites folder. You can specify the report filters you want to use as if you were running the report on
demand. You can choose a report format of Web Intelligence (resembles a report run on demand);

Adobe PDF (useful if you want to print the report); Microsoft Excel; CSV (a file containing unformatted data);
or Plain Text.

Reports that you schedule to be delivered to your CIR Inbox are stored there for 15 days.
You can choose to receive a notification through email that your scheduled report is ready.

1. Highlight the name of the standard report or report copy that you want to schedule.
Title =

¥ | GWA Accounting Entries Report
#| | Voucher Classification Report by Business Date
#| | Voucher Classification Report by Voucher Date
#| | Voucher Download Report_¥2
Voucher Report_V2
#| | Vouchers by ALC Totals Report
2. Right-click the mouse to see the menu, OR click the More Actions button in the menu bar to see the

menu.
3. Click Schedule.

More Actions = |} Details
7 g ’k Title ~

E — - M.U ile Properties ¥ | GWA Accounting Entrig
% | vouchers by ALC Totals F R ¥ History ¥ | Voucher Classification
. = Categories ¥ | Voucher Classification

Properties . r Document Link # | Voucher Download Rep

Seheduie * mentation E

You see a new window to lead you through the Schedule options. The steps are listed in the left navigation
panel and the details about each step are in the main body of the window.
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4. The first option is to change the title of your report. You can change the title of your scheduled report

to be more meaningful, such as “Daily Voucher Report” or “Monthly Returns.”
Schedule — Voucher Report_V2

Instance Title

Voucher Rﬁ%
Caching

Events Instance Title
Scheduling Server Group Da||}' Voucher F!_Epl::lrt

w Schedule

Recurrence
Prompts

Formats

Destinations

5. Inthe left panel, click Recurrence in order to specify how often you want the report to run — for
example, immediately, daily, or monthly.

Schedule — Voucher Report_v2
 Schedule Recurrence
Instance Title Run object: |Mow -
Object will ryMow
Once
Hourl
Prompts T ——
Weekly
Formats Monthly
Caching Nth Day of Month
1st Monday of Month
Events Last Day of Month
Scheduling Server Group X% Day of Nth Week of the Month
Calendar
Destinations

6. Inthe left panel, click Prompts to specify the prompts you want to use.
If you want to use the default prompt values for this report, you can skip this step.
If you want to change the prompts, click the Modify button and change the prompts as if you were
running the report on demand. When finished, click the Apply button.
v Schedule Prompts
Instance Titie values for: Voucher Report_V2

Recurrence S —

s Prompts w
Formats S
v | =sel Period: i
Caching S¢ € 2 ! = 2. Previous Business Day
s Al V' *Select One or More ALCs, All for all ALCs or Members of an ALC Group: All

0
g¢ |V = Selectan ALC Group or Individual ALCs: Individual ALCs Refresh Values T&

Vv Select Preliminary Vouchers: N

>
Scheduling Server Group <

Business Date Period

3 S¢
Destinations (N |V SelectaStarting Business Date (M/d/yyyy): T 1. Today
S¢ |V Select an Ending Business Date (M/dfyyyy): T 2. Previous Business Day
& = 3. Previous Calendar Week
o Select a Starting Deposit Date (M/d/yyyy) 4, Current Calendar Month
S¢ |V Select an Ending Deposit Date (M/d/yyyy): 5. Previous Calendar Month
(N | Selecta Starting Voucher Date (M/d/yyyy): T 6. Select Business Date Range
S¢ |V Select an Ending Voucher Date (M/d/yyyy): Ti
(N |V Enter a Voucher Number or a partial Voucher Number with a wildcard (i.e., 1234%): T
S€ | v Enter a Starting Voucher Amount:
N v Enter an Ending Voucher Amount:
S¢ v  selecta CreditInd: This fiter
0 V'  Enter One or More Agency Account ID(s) separated by semicolons:
EN | Enter One or More Cash Flow ID(s) separated by semicolons
5; v Select One or More Reporting Program/Subprogram(s): T g;ﬂ?i&" 20149:38:53 AM
B V' Enter One or More ABA(s) separated by semicolons: L : o -
Er V  Enter One or More CAN(s) separated by semicolons:

¢ :’ [ Select One or More Cr':'r'rechve Types: This fi ler‘ il be
e "
*Required prompts
:EE *LI Cancel
S|
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7. In the left panel, click Formats. Specify the format you want for your report. If you’re going to print
the report, try using Adobe Acrobat. If you’re going to load the report data to your agency’s internal
financial system, try CSV format.

Schedule Formats
Instance Title
Recurrence
Prompts Qutput Format
[l Microsoft Excel
Caching B Adobe Acrobat
Events [7] Comma Separated Values(CSV)
Scheduling Server Group D Plain Text
Destinations
8. lIgnore the next three choices in the left navigation panel. They do not apply to CIR.
9. In the left panel, click Destinations. You can choose only one of two options, Bl Inbox or Email. The
other options are not valid for CIR. Examples are shown below.
a. Inthe drop-down box, click Bl Inbox to have the report delivered to your CIR Inbox. When you
choose this option, additional options appear in the lower portion of the window.
Schedule Destinations
Destination:
Instance Tide Default Enterprise Location | |
Recurence
Prompts x
Formats FTP Server
File System
Caching
Events
Scheduling Server Group
b. Inthe Available Recipients portion of the window, highlight your username in the pane on the left.
oy
BI Inbox =
Keep an instance in the history
[] Use default settings
Available Recipients: Selected Recipients:
1 |of1 Find Title ™ m 1 |ef1
& User List [ | Title s Full Hame [ |mitle « Full Name
&8 Group List -
& | QaawsServletPrindpal
& | sMAdmin
c.

Destinations

Click the right arrowhead to move your username to the Selected Recipients pane on the right.

Destination:
EI Inbox

Keep an instance in the history
[] Use default settings

Available Recipients:

1 |of1 Find Title ™

Selected Recipients:

& 1 |of1
& User List [  Title » Full lame [ | itle » Full Hame
Ciroup Lt £ QeawsServietPrindpal EM_
& | SMAdmin
. .=.. 3
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d. Alternatively, in the drop-down box, click Email to have a notification that your report is ready sent
to the email address in your CIR user profile.

w Schedule Destinations
Instance Tit Destination:
nstance Title
Emal ™
Recurrence
Keep an instance in the history
Prompts
Formats
Caching
Events

Scheduling Server Group

10. Do not modify any other options in this window. They do not apply to CIR.

11. Click the Schedule button in the lower right-hand corner of the window.

[Schedule ] [Cancel ]

If you have scheduled your report to have a notification sent to the email address stored in your CIR user
profile, you will receive an email message that looks like this:

] ! TRSQO - CIR Scheduled Report, Voucher Report_V2 by emad, Is Available
\ notoply cw nancy peardon 102014 1119 AM
| noreply o TRSQO - CIR Schoduled Report. Vouche 1ONV2014 1119AN 2K

Voucher Repors V2 by email, 12 Availabdle
by e=ail, Bas Deen gemazated and i» availadle for

Document . opisIlType

CIR Customar Support

US 108l free $00-624-1373, optica #3
Internasional caly: 216-579-2112, eption =3
CIR customersuppoct @ clev frb org

Hours: Monday-Friday, 700 AM - 900 PM

12. Click the link in the email. Login to CIR and your report will open.

-

=

Fiscal Service LEAD. TRANSFORM. DELIVER October 2016




